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§2.191

(d) Requests for copies of trademark
documents. Copies of trademark docu-
ments can be ordered through the Of-
fice’s web site at www.uspto.gov. Paper
requests for certified or uncertified
copies of trademark documents should
be addressed to: Mail Stop Document
Services, Director of the United States
Patent and Trademark Office, P.O. Box
1450, Alexandria, Virginia 22313-1450.

(e) Certain Documents Relating to
International Applications and Registra-
tions. International applications under
§7.11, subsequent designations under
§7.21, responses to notices of irregu-
larity under §7.14, requests to record
changes in the International Register
under §7.23 and §7.24, requests to note
replacements under §7.28, requests for
transformation under §7.31, and peti-
tions to the Director to review an ac-
tion of the Office’s Madrid Processing
Unit, when filed by mail, must be
mailed to: Madrid Processing Unit, 600
Dulany Street, MDE-7B87, Alexandria,
VA 22314-5793.

[68 FR 48289, Aug. 13, 2003, as amended at 69
FR 57184, Sept. 24, 2004; 69 FR 63321, Nov. 1,
2004; 72 FR 18908, Apr. 16, 2007]

§2.191 Business to be transacted in
writing.

All business with the Office should be
transacted in writing. The personal ap-
pearance of applicants or their rep-
resentatives at the Office is unneces-
sary. The action of the Office will be
based exclusively on the written
record. No attention will be paid to any
alleged oral promise, stipulation, or
understanding in relation to which
there is disagreement or doubt. The Of-
fice encourages parties to file docu-
ments through TEAS wherever pos-
sible.

§2.192 Business to be conducted with
decorum and courtesy.

Trademark applicants, registrants,
and parties to proceedings before the
Trademark Trial and Appeal Board and
their attorneys or agents are required
to conduct their business with decorum
and courtesy. Documents presented in
violation of this requirement will be
submitted to the Director and will be
returned by the Director’s direct order.
Complaints against trademark exam-
ining attorneys and other employees
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must be made in correspondence sepa-
rate from other documents.

§2.193 Trademark correspondence
and signature requirements.

(a) Signature required. BEach piece of
correspondence that requires a signa-
ture must bear:

(1) A handwritten signature person-
ally signed in permanent ink by the
person named as the signatory, or a
true copy thereof; or

(2) An electronic signature that
meets the requirements of paragraph
(c) of this section, personally entered
by the person named as the signatory.
The Office will accept an electronic
signature that meets the requirements
of paragraph (c) of this section on cor-
respondence filed on paper, by fac-
simile transmission (§2.195(c)), or
through TEAS or ESTTA.

(b) Copy of original signature. If a
copy, such as a photocopy or facsimile
copy of an original signature is filed,
the filer should retain the original as
evidence of authenticity. If a question
of authenticity arises, the Office may
require submission of the original.

(c) Requirements for electronic signa-
ture. A person signing a document elec-
tronically must:

(1) Personally enter any combination
of letters, numbers, spaces and/or punc-
tuation marks that he or she has
adopted as a signature, placed between
two forward slash (‘‘/”’) symbols in the
signature block on the electronic sub-
mission; or

(2) Sign the verified statement using
some other form of electronic signa-
ture specified by the Director.

(d) Signatory must be identified. The
name of the person who signs a docu-
ment in connection with a trademark
application, registration, or proceeding
before the Trademark Trial and Appeal
Board must be set forth in printed or
typed form immediately below or adja-
cent to the signature, or identified
elsewhere in the filing (e.g., in a cover
letter or other document that accom-
panies the filing).

(e) Proper person to sign. Documents
filed in connection with a trademark
application or registration must be
signed by a proper person. Unless oth-
erwise specified by law, the following
requirements apply:
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